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21 October 1953

MEMORANDUM FOR: Acting Denuty Director (Administration)

25X1A
SUBJECT : Proposed Regulation_ CLERICAL TRAINING
(Job #225-GHT

1. There is submitted herewith for suthentication proposed Regulation
No-which sets forth the policies, responsibilities, and procedures
governing the training of clerical personnel,

25X1A

2, Publication of subject Regulation was requested by the Director of
Training, Coordination has been effected and concurrences obtained from the

following:
Comptroller Assistant Director for Communications
General Counsel Assistant Yirector (Personnel)
Deputy Director (Intelligence) Inspector General

Deruty Director (Plans)

3, The only basic difference between the attached and the draft
disseminated for coordination is the waiver provision reflected in paragraph
3d, This provision was requested by the Deputy Director (Plans) and developed

by the Dipector of Training in collaboration with the Personnel Office.
Further recoordination does not aprear to be necessary.

25X1A

Special Assistant to the
Deputy Director (Administration)
25X1A

Attachment:
SA/DD/A-IH/mrf

CONFIDENTIAL
c3 Direﬁtor of Trainins /
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1 Ostober 1953

MEMORANDUM F(R3s Special Assistant, ID/A
SURJECT i TProposed CIA Regulation on Clerical Training

REFERERCE &, Memorandum from Speclal Assistant, DD/A to Director
of Training, some subject, dated 3 August 1953

- 1. The subject regulation was revised, in collaboration with
the Fersommel Offics, to meet the recommendations of DD/P containsd
in reference 2. The vevised regulatisn atteched has been crordinsted
with and concurred in by the Chief of Administration, ID/P for LD/F,

2, It is therefore requested that the regulation nttached
be promlgated at the earliest practicahble time,

(oW
UMY 9/ MATTHEW BAIRD
] \b\\ Director of Training
Attachment
OTR/JER:mjf
Distribution:
Orig, and 1 - Addressee
1 - Chrono
1 - 8/PP
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NEXT REV DATEDBY Riv oatd/fn-1 9 5 70 .00 6 QF THE DOC, )
RO. PGS.5_CHEATION DATE ___CRG CGIEp L _COFLL ORG CLASS.S
REV CLASS G REY COORD. _AUTH: HR709 -
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CLERICAL TRAINING

Page Pagm
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mmrm « 8 5 8 ¥ CLERICAL THAIWING C/RvReR Be 4 @
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1, OERERAL

2, This Begulstion sets forth the rolieles, respomeibiiiiles, =nd procadures
poverning the training of slerical perscmmel,

| b, Cleries) treinins eoursen zre conducted inm order to prepare new cleriesl
personnel for their duty assigrments in the ipsncy ané to improve or
inorease the akills of ons~duty cleriesl oersonmel of the igenoy,

¢, This Reguletion 12 not intendsd to preclude addliiionsl training of ocleriesl
parscanel preserited by office hesds “or suoh eleriesl peracnnel sssigned
to thaly orgenlsstional clements,

2, LEFIKITICN

For rurposes of this Tegulstion, clerionl personnel shall mesn typlete, clerks,

stenograchere, seeretaries, and, in some osses; librery nseistants,

3. POLICY

8, All new elerien) persormel vhall receive training iz s clericel orientstion
sourss in order to soquaint them vith the organization, policies, snd
elerieal practices 2ad procedurss of the Agenay,

b, Those pew cleriesl rersormsl whe fall to meet approprints glanderds of
elarieal proficiency, =g deternined by testing, shall reosive training in
# elerical inductior course,

¢, Satisfactory completion of the clerienl twaining masrﬂaed arder the
provisions of this Fegulstion shel! be prerequiszite %o plseemant within

CONFIDENT| M emen. 4558 3535 b st ettt o domstati o

securiy-clsarance aotion end b cloriesl training as is %.

et
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d, In exgeptiomnl ciroumstances and only when olearly warranted by
operstional aexigencies, recuired clerical training mey be postnoned or
waived, provided, that the individuel satisfactorily meeis the clarical
requirements prescribed by the Assistant Director {Parsonnel) for the
position Yo which assigned,

e, On-duty clericsl personncl may be entored in one or more ¢lerical
refresher courses in mccordsnoe with the procedure set forth in éb of
this HEegulation,

4, FRESPONSIBILITIES

2, The Director of Training ehall:

(1) Develop, direct, and eonduct cleriesl training courses in order
to meet the requirements of the igency for the training of clericel
nersonnal,

(2) Provide for training reports appraising the performance of all
peysonnel in clerical training courses and trensmit reports to
the Asaisten® Director (Persommel) for his information and sction,
and where approprizte, to the Assistant Directors of the Deputy
Director {Intelligence), heads of offices of the Deruty Director
(Administration), Chiefs of Senior Steffs end Aves Divisions of the
Deputy Director (Plans), the Assistant Iirector for Commnieations,
or the Mreotor of Tralning.

{3) Dissemimte throughout the Agency, from time to iime, schedules of
the elsries) refresher courses conducted by the Office of Training.

b, The Aseistent Director (Personnel) shall:

(1) Detsil or assign all new cleriosl personnel, upon entrance on duty,
to the Interim Assignment Brapch for training ir the clericsl

orientation nourse,

Approved For Release 2000/04/‘5@%&1‘-RDP5€@V FfWPm)EOOM-O

Security IMgrmation



" Approved For Release 2000/0&%@A-RDP55- 01¢ 00030001-0
P arorss L

Cs

5.

R,
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ﬁ'a

Approved For Release 2000/0

Secu AN |

{2) Prescrive training in the elerical induction crurse ;E'a? new clerical
perzomnel, 28 required, on the tmsis of test resulis, to meat
appropriate standards of elerieal proficiency.

{3) Review and approve requests for ncstponement or waiver of regulred
clerical training in accordance with the nolicy set forth in 34 of
thiz Regulstion,

The Aseistent Dirsctors of the Deputy Direetor {Intelligence), heads of

offices of the Deputy Director (Admirdstration), Chiefs of Senier Staffs

and Area Divieions of the Deputy Director (Plans), the Assistant Dirsctor
for Communications, or the Iirector of Training shalls

(1) Request refresher training for cm~duty clerieal persomnel of his
foic? in scoordsnce with the procedure set forth inm 6b of this
Regulation, |

(2) Initiets and forwsrd tc the Assistant Director {Personnel) requests
for postponement or weiver of required clericel training in accord-
ance with the policy set forth in 34 of this Regulation.

CLERICAL TRAIRING COURSES

Clerieal Orientstion Course (for nsw elerieal persommel - cleared):

Orientation in the organisation, rolicies, and cleriesl practices snd

procedures of the Ageney,

Clerical Induction Course (for new clerieal personnel - cleared and

provisionally cleared): Shorthend, typing, Agency office practice,

English usage, and geography.

Clericel Refresher Courses (for on-duty clericel personnel): Typing,

shorthand, accounting, filing, English usage, stenotynping, correspondence

marual, and specinlly arranged courses,

: "{RH:A'RDpss@QWﬂEEWmKOM -0
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6. FROCEDURE CONFIDENTIAL

KEW CLERICAL PERSONNEL

&,

b,

Approved For Release 2000/04/ Fécu#li

Few clerical personnel shall, upon entrance on duty, be detailed or

assligned by the Assistant Direetor (Persomnel) to the Interim Assignment

Branch for preseribed cleriesl training under this Regulsation,
OR.DOTY CLERICAL PERSOMNEL

(1)

(2)

Treining Officers and Training lLiaison Officers of the Ageney will
trenamit to the Registrar of the 2ffiece of Training TF-1, Reguest
for Training, (original snd two coples) for all elerical personnel
for whom treining in refresher course(s) is requested by the
Assistant Direotors of the Deputy Director (Intelligence), heads of
offices of the Deputy Director {Administretion), Chiefs of Senior
Staffs and Area Divisions of the Deputy Director (Plane), the
Aseistant Direetor for Comminications, or the Director of Training.
The Registrar will enroll such personnel in the course(s) specified,
within the limitations of the facilities aswvailshls, Training
requests should reach the Reglstrar mot lster than two full vorkdays
preceding the beginning of the sourse(s) for which traiming is
recuested,

Specially arrenged eourses will be developed and conducted, so far
88 practicable, at the request of the Assistant Directors of the
Dsputy Director (Intelligence), heads of officss of the Deputy
Direstor {Administration), Chiefe of Senior Staffs and Area Divisions
of the Deputy Director (Plzms), the Assistant Director for
Communiestions, or the Direstor of Training,

5500 #4BehbbbAbeo1-0
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SEP 30 1953

MEMORANDUM FOR: Director of Training 25X1A
SUBJECT ¢ Proposed CIAP
Jlerical Tra

This Office concurs for the Deputy Director (Plans) in

the publication of the proposed subject Regulation.

BY DIRECTION OF DD/P:

25X1A

L. T. SHANNON
Chief of Administration, DD/P

e BREEDL_FTD W‘) | DR N0, L!.'_H‘f) CHANGE

T i,*-h"; ;: l& ,i “ ‘ J.; : .! ~3 J '»iE‘ro E'UST-_Z.Z

NEXT REV DATZ 8 REV DA’ r. ;4;;7 ﬁ:. VIEWER00ME § 1 TTE DOC. a2
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MEMORANDTY F(R: Chief of Admiristration, UD/P
SURJECT ]

25X1A

— D

t 8, Memorandux from Chief of Admipistration, DD/P

to Special Amsistant, vD/h, same subjeat, dnted
17 Jaly 1753,

1, Memorendum from Special pusistant, TD/A o
Dregtor of Training, seme subject, dated 3
fugust 1393, ee to Chief of Administration, on/P,

1, Attached is subjsct rerulation, which hee teen revised 10
seet the recommendstions of Ui/P contained in raference &., 8§ well
ag those of ID/A contalned

in refevence b,

: 2, Provisien 1 e, of the subiect remilation includes the DD/P
B o reconmendation on additionsl oleriesl treininrs mrovisions 3 d.,

|54 L9, 3,508 beo, 2 provide Yor weiver of clerignl training under
A axcaptiona) circumstances, a8 aroposed by the Office of Fpraonnel
i3 "l; g& o +n meet the /P resompandrtion on this subleot,
MR dn
Yo e The vevisions ubove sre telievad sdecunte to meat the
£2 7 é 3

cstion af subject regulation is therefore invited.

DECLASS!
"1

L ool

3 cbiectives snd needs of all rsrtiss, DU/P concurrence tn the mabli-

227

%%E ?3 : W 5/ WATTREW BATRD

= éga _ ‘Qt/of q/“/f.? rector of Training
Attsohment

OTR:JER/mjf (10 September 1953)

Distritution:
Orig. and 1 - Addressee
1 - Chrono A OOMTIRCNT
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CONFIDENTIAL

GLERICAL TRATHIRG

CORTY TS
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. Thin fegulation sets forth the noliclss, resronsibilities, and procedures
govorning the training of sleries]l persommel,

b, Clerdes) traiming oourees sye conducted in order to prepure mew olsriesl
mpsonnel for their duty ssoigewents in the Apenoy and to lmprove or
inovesge the akille of op~duty oleries] persennel of the Azency,

¢, This Regulation 48 mot intended to preclude additions) trainming nf clerical
persomnel preseribed Ly office heads for sush cleriesl persommal assigned
to theiyr organisational slements,

2, LEFINITION

Foyp ~urpoges of thiz “egulstion, oleriesl sersonmel shell mean Sypists, clerks,

stenogravhers, seoretaries, and, im some cames, librery nssistants,

3, PLICY |

8, 411 vev oleries]l porsormel zhall reecelve troiring in a clerdenl orientstion
esurss in order to aggualnt them with the orpanisation, nolicies, and
clerienl practicen nnd progedures of the Agency,

be Those new cleriesl nersomrel who il to mest appronriste standerds of

olsrioal proficiency, =3 deternined by testing, shall receiwe teaining in
s alsrieal induotion course,
Wﬁsmﬁm completion of the sleriesl training presoribed under the

4;;\/ provisions of this lsgulation ahell be prerecuisite to placemsnt within

&
S

which shall bte sogopnliphed ?
Approve For Release 2000/04/4%H DP55-0016 AO%%%I00030001 0
ssourity~clearence notion ang glerleal training as 12 preseribed,
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4, In exceptional clrmumetances and only when ¢learly warranted by
operational exigensins, reruired elerical training mey be nostponed or
wedved, provided, that the irdividuel satisfactorily meets the clerical
requirements prescribed by the Assistant Director {Parsonnel) for the
position to which anesigned,

e, Opeduty clerical persommel mey be entered in one or rore clerical
refresher courses in mceordanee with the procedure set forth in ék of
this Regulation,

L. FEOPONSIBILITIES

&, The Direstor of Tralning ehan:‘

{1) Davelop, dlrect, and aonduct clerical training erurses in order
to mest the recuirements of the igenoy for the training of z2laricel
nersonnel,

{2} Provide for trmining re-orts appraising the performance of all
rersonnel in clericel troining osurses and tranemit reporis to
the Assistant Director (Persommel) for his informatien znd action,
and vhere aprroprinte, to the Assistant Directors of the Deraly
Director {Intelligence), heads of offices of the Deputy Dirsctor
(Administyetion), Chiefs of Senior Staffs end Area Divisions of the
Teputy Direator (Plans), the Aseistant Pirector for Commusications,
or the IMrector of Treining,

(3) Dissemimite throughout the Agency, from time to time, schedules of
the sleriesl refresher courseg condustsd by the Tffice of Training.

b, The Assistant Directer (Parconnel) shall:

{1) Detsil or assign 811 now eleriecsl persomnmel, upon eniranmee on duty,
te the Interls Aseignment Pramch for treining ir the clerical

orisntstlon souree,

Approved For Release 2000/04/4 «&t@-RD@WiMﬁM%OOM-O
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(2) Prescribe vtraiaing in the clerieczl induction course for new clerieal
personnel, s8 required, on the basis of test results, to meet
appropriate standards of clericel proficiency.

(3) Review and approve requests for nostponement or walver of required
slerical training in accordence with the policy set forth in 34 of
this Hegulsation.

The Agsistant Directors of the Deputy Director {Intelligence}, heads of

offices of the Deputy Director (Administration), Chiefls of Senior Staffs

end Ares Divisions of the Deputy Direstor (Plans), the Assistant Director
for Communications, or the Lirector of Training shall:

{1} Request refresher training for on-duty clerieal persomnel of his
Office in accordance with the procedure set forth in éb of this
Regulation,

{2) Initiate and forwsrd to the Assistent Director (Persomnel) requests
for postponement or weiver of rejuired clerical training in accord-
anece with the nolicy set forth in 33 of this Regulation.

CLERICAL TRAINIRG COURSES

Clerical Orientation Course {for new clerienl nersonnel = cleared)t

Orientation in the organization, nolicies, and cleriesl practlices and

procedures of the Agency,

Clerical Induction Course {for new clerical personnel - cleared and

provisionally clenred)t Shorthand, typing, Agency office practice,

English usage, and geogravhy.

Clericel Refresher Courses (for on-duty clerical personnel): Typing,

shorthend, asccounting, f£iling, Englieh usage, stenotyping, sorrespondence

manual, and specially esrranged courses,

Approvgd For Release 2000/04/: Ei;i?ﬁ??&?ﬂmqqm030001-0
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6. PROCEDURE é CONFIDENTIAL

a, NEW CLERICAL PERSUNNEL

New cleriosl peracnnel shall, upon entrance on duty, be detailed or

aselgned by the Assistant Director (Personnel) to the Interim Assignment

Branch for preseribed clericsl training under thie Regmlation,

b, ON-DUTY CLERICAL PERSONNEL

{1) Training Officers and Training Liaison Officers of the Agency will
trensmit to the Registrar of the Office of Training TF-l, Request
for Training, {original and two coples) for all clerical personmel
for whom training in refresher course{s) ie requested by the
Assistant Directors of the Deputy Director (Intelligence), heads of
offices of the Deputy Director (Administration), Chiefs of Senior
Staffs and Ares Divigions of the Deputy Director {Plans), the
4ssistant Director for Commnications, or the Director of Training,
The Regletrar will enroll such personnel in the course(s) specified,
within the limitations of the faeilities sveilable, Training
requests should reach the Registrar not later than two full workdays
preceding the beginning of the course{s) for which traiming is
requested,

{2) Specially arranged courses will be developed amd conducted, so far
s precticable, at the request of the Asalstant Directors of the
Deputy Director {Intelligence), heads of offices of the Deputy
Director {Administration), Chiefs of Senior Staffs and Area Divisions
of the Deputy Director (Plans), the Assistant Director for
Communications, or the Director of Training,

RET N
Approved For Release 20008 ,,o,.,,g;m RDé ’\é@i%ﬁ%g%&osoom -0



Approved For Reledet 2000/04/11 : CIA-RDP55-0016&000100030001-0

Approved For Release 2000/04/11 : CIA-RDP55-00166A000100030001-0



25X1A

25X1A

msT.22

»0 CHANGE

&

et oRG CLASS_S.

AUTH: HR 703

A

i~

R

. /}'!27 JRCTRE

N DA

-,

LAY B
C5RATI

JOB MO, .
N CLaLl,
NEXT REV L7

Approved For Release 2000/04/13 g

s
[ = S

"CHEY COORD.__

NO. PGE_Z_

Approved For Release 2009704

ALV CLASS.

MEMORANDUM FOR:

SUBJECT

1,

SEQRET

oCIR-RDP55-00168%000100030001-0

CONFIDENTIAL

Director of Tralning

Proposed Re_ CLERICAL TRAINING

26 ALG 1053

The following textual revisions of proposed Regulation

are proposed pursuent to recent discussions between repre-
sentatives of our regpective Offices:

8.

b,

Cs

Under peragreph 3. POLICY, subperagraph d. will become
subparagreph e. and the following will be substituted therefor:

"d-

In exceptional circumstances and only when
clearly warranted by operational exigencies,
required clerical training masy be postponed or
waived, provided, that the individual satisfac-

torily meets the clericsel requirements pre- T

scribed by the Assistant Director (Personnel)
for the position to which assigned."

Under paragraph 4, b, add the following subpasragraph:

"(3) Review and approve requests for postponement or

1

waiver of required clerilcal treining in accordance

with the policy set forth in 3, 4, of this Regula-
tion."

Revise paragreph 4, ¢, to read as follows:

C.

The Assisgtant Directors of the Deputy Director
(Intelligence), heads of offices of the Deputy
Director (Administration), Chiefs of Senlor Staffs
and Area Divisions of the Deputy Director (Plans),
the Assistant Director for Communications, or the
Director of Treining shsall:

(1) Request refresher training for on-duty cleri-
cal personnel of his Office in accordance with
the procedure sel; forth in 6, b, of this
Reguletion.

(2) 1Initiate and forward to the Assistant Director

(Personnel) requests for postponement or waiver

of required clerical training in accordance

with the policy set forth in 3, d, of this

Regulation."
TIAL
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2. It is requested that any further chenge in the foregoing
portions of the proposed Regulation be coordinated with this Offilce
prior to its resubmission to the Regulations Control Staff.

25X1A

Acting Personnel Director

CONFIDENTIAL
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MEMORANDUM FOR: Director of Trainingz v
: Assistant Director (Personnel)

SUBJECT: proposed Regulaticl I czerroar mrazvve 25X1A

1. All officials to whom the subject Regulation was disseminated Tor
coordination have concurred without comment with the exception of the Chief
of Administration, DD/P. A copy of this qualified concurrence is attached.

2. The request of the Chief of Administration, DD/P for a waiver
provision was discussed with the Acting Deputy Director (Admlnlstra'tlon)
who expressed the opinion that there should be no objection to a waiver
clause, provided the overall requirements of the Regulation would:

a. @nsure that new clerical personnel released for duty

meet the minimum performance requilrements for their
assigned duties.

b. Establish sufficiently stringent waiver conditions so that

the true purpose of the Regulation would not be negeted by
wholesale exemption.

3. It is therefore recommended that the Office of Training and the 3] %guj
g
)

Personnel Office prepare, as soon as possible, textual revisions which Wlll%. Bro] o
adequately meet the objectives and needs of all parties. % b ;) ﬁ
o
wE gy

i 5

25X1A

i 703

Lh 4

”
T A
b, B SN %

o
Attachment .
COA, DD/P Comments

-

Z;:UTH

P

e,
i, -l

EDE/mrf - SA/DD/A

!

e o g

cc: Chief of Administraticn, DD/P ‘ hi 59
Pt
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4 FOR:  Special Assistant to Deputy Director (Administration)

 reoponed so I “cierions massingr 25KTA

_ This office ecacurs for the Deputy Direster Plags) in | E
- publisation of the propossd Regula ma_a,rmg
mbject to the tmm :mgm | "Glerical Tretning," XA

8 That s statemszt be included wider paragruh
¢f the proposed Regulstion wiich wuld ::mm

W

i

__be  The referense ‘ T AR
| #6 p tnepn eSereace contalned in paragreph 3 d should ?w%fr
¢.  Prevision should be mede for wai th "
olerical training under exseptional oiredmspvarns, ot

25X1A

&y

ve To SHANRON -
ation, HD/P

Chief of Administr
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- SEGGET ~.
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TIERICAL. THAIRIEG

LRTERTE

mm."."'..
POliOys « ¢ ¢ ¢ ¢ o 4 0 s
W%tiﬁ.'.a.
isriesl Uraisding Ceurses
Froosdal® o o « « « 2 o »

YWoN
YRS BY

£ » * a W
* 8 % 9 @
F & * 8

The-Shmator of Tradaimg directs ww contiuess Elarical sralndug <ot s
] bensses in evder L prepare hew dlerical perscucel for their duty

sssionmente in ihe Agepcy amd to lmprove or jscrease Lhie skills

ol uneduty clerical -ereerel of the épsucy,

omawinL sy O 790

ODECL I RE

EXTBYND g

This Peguistion esle Torth the policies, respensitilities, snd
proced: rer roveaing the treining of ¢lsricel cersannel. ‘
P\ e Y S
- Feor purporss of tuie reyelation, clerfsal pergoccel shall sean
typiets, clervs, stanesraphers, ascrelories, and, in scme nases,
litrary szsistaats,

2. POLICY

2, All new cleritsl personnel shall rescve training in e clericsl ori-
sntation couree in order to scquadnd thew with the Srpund ent lon,
pelicles, sod clerienl sractices 20d nrecedres of ths Ipa Ay .

k. These sew lerizal persomsel vhe Fuilmyl v meet spproprists standsrds
of clerivsl preficlency, me deleridned Ly testing, shall receive
tradadne fa & clericel imduciion coursa, -

&, dssiefactory complation of the clerieal treinlag presoribved wder
the provisiens of thiz regulsiion shall be prewweguisiie Lo places
asmh within the Ageney which shull te accomplihed lmsediutely vpen
eompletion of sccurity-clearaces sciion wnl suah clorigel traipiag
#5 1% preseribed,

CONFIDENTIA
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d, meduty clerical persoosel wky he sntered 1n soe of sore elsrival
pefreasher courses in sccordarce with the presedurs set ferth in
e of this regulation,

3o AEETONFISILITIVG
Be The Gireeter of Tratnimg shell:
{1} bevelop, divecs, snd condusy clericsl trelzinsg conroes in

arder Lo wt Lhe repiremenie of WNEREETONRE.-
e 2oaney Tor the training of clerical persoanel,

{2} Provide Tor tralning reportis appraising the perfsragnce
of all perzoanel in <lericsl sraining courses snd transe
mit reportz Lo ihe issisiant Director (Fergoansl) fer
his inforsstion apd svtion, snd shers sppropriate, to
e Offiee iesd concermed,

ry, Irom Line to tise, schedulrcs
af wie clericnl refrazher courspes condutted by the [ffice
of Training.

b, The sssistant Dirertor [Terscarel) shall.

(1) Deteil or seslizn si) cew clariesl personcel, upea salrance
on dnty, %o the interim lerigmeeri irsack fer seuining in
the clericsl orientatien course, :

(2} Preserilte tEsining ia v s cleriesl inductlen tourse for
‘ new clerical pereonnal, op regeired, on the basis of
sert resulis, toc aset sporepriste stamdarde of cleriesl
proficieney,

2. Zath %fri/ﬂn Yoad shall reguezi refrester Sraining far ofeluly
vlerioa) persommel of his Of7ice 1 aveordanes with ibe procedure
eet farth in Bk of inle resuzlation,

lie GLEAINAL THAINIL™ <~ ANINEE

4, Clorical Orientation Ceurse Tor :uew clerical persennel -
glsared)r srientsiion in thr orgenisation, policier, and
elerical practicer and proeedures of the iyeney.

e Clewiesl Indnetion Course (for uew clerical persensel « cleured
and provisignallyeclrarsd): shorthesl, tpplng, ireney office
procileoe, oplish usese, aad reocvaphy,

e, Glerical jefresher Courses {fer on-duty clsricel perscunsl):
typing, shopthand, sedousting, [ilins, “nrlirh ssage, eteno-
L ping, vorresponderces manaal, sxd specially arranged CoUTEes.

nreTRO TN

Approved For Release 2000/0K1 : CIA-RDR$5:00564A0A¢100030001-0




IA-RDP55-00168%000100030001-0

Approved For Release 2000/04/1

ae Bew Clarieasl Persomel

AL,
Hew cleriosl personngl mu, apna ssirance on daty, be detailed
ar sesizved by he fersoncel ffice to the Interia %ns,ﬂmm
Bransh Tor prescriled clericsl traisiny wodear this regelation,

B M!@* E}hﬂgﬂ frsonnel ,
{,a A O WP B 5] L{f@*‘ [T 4 CoEe - v
anmﬁw sisen Cfricers of the - »
trenesdt %o the Cegistrar of ihe &tﬁw sﬂ’ mmm
mmt% srsininr ragrest forws foripinal s Swe  +
copies) “or all dlerical personnel Tor when tralaing
in rafreshor course{s) is regquested Ly the GfTice %ﬁ(
sonceraed, The Lapistrar will seroll uch psrponnel
in ihe couree(e) specifies, withkin the Linisatiens of
the faeilitier awvallable, Yesisine regzeste should
roseh the fegletrur net leter then fwo 2‘::11 work deys
pressdiny the hegimnin: of the course(s) Tor which
Walaing is reguested,

{7} Spesially srrmoged Sourses will te developed and cone
ducted, 2o far ax practicatls, ot the reguest of the
sz'u:; Hoad converned,

f‘f\ﬁ.}.

A | TF, -
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MEMORANDUM FOR: Addressees Noted Below with Distribution

SO R . Froposed _ CLERTCAL "TRALNING

& 1, There is submitted herewiin for your concurrelice and coumwment,
proposed ngn_ which sets forth the pollcies,
responsibilitlies, and procedures governing the training of cleriead
personnael.

=, Publlcation of this Regulation was requested by the Direcior
ning, who states that working level coordinetion has heen
sPfented with the Personnel Office. Apy gquestlons pertalinlng to

subject Regulation should be referred tc»_ oPiice

of Treining, Bwtenslon 3531,

I ois requested that your mopments and concurrenses Le reaorded

R

attached coordinstion muaet- ‘M:li’i submitted to this olffice by
v 1953,

25X1A

....

aeinl Assistant Co the
Neputy Director (Administration)

cor Compiroller - 3
froanization & Methods - 4
(Wm*ml Coungel - L
Deputy Director Hﬂteuirwmm w 103
Teputy Director {Plans) - 12
ssaistant Director for Communications « 3
irvestor of Training {Info Copy) - 1
Hf Flee « %

L%«emwzmi -

o0, M0,/ MO CHANGE
JOBNO. - a5 @uTT. JUST.22

IN CLESS| it . o0 06/GE TYPE DOC._02-.
1E 7 DATE mJé Fhuieas L b, )

Nﬁ S’ﬁ’fgﬁ;{g ﬁ L Om D Maﬁ' CGM&'}QJZ«PLLLORG CLASS. S.

NO. PG  _AUTH: HR703

REV CLASS_C.REV COORD. A
a-RoRONAREN B030001-0
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Teeaft dates o7 JTane 1953

CORTEMPLATED DISTRIBUDION: AB

i
PREVIOUS ISSUANCES TO BE CANCELLED: None

CONCHR:

{(Signature )

{OFfloe

{Diate )
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1. UEHERAL

&. Thls Regulation sets forth the policies, responsibilities, and procedures
governing the training of clerical personnel.

e Glerical training courses are conducted in order bto prepare new olericsl
personnel for %hwir,duty‘aéaignmants ir the Agency and to improve or
incresse the akills of on-duty clerical perabnnml of the Agency.

2u  DEFINITION

For purposes of this Regulation, clerical personnel shall mean typists, clerks,
ghenographers, ahéretarﬁ&a, and, in some cases, library assistants,

e BOLICY
o .

a. A1 new clerical personnel shall receive training in a elerlcal orientation
course in order to acquaint them with the organization, policies, and
elerical pracﬁieém and procedures of the Agency.

b. Those new clerieal personnel who fail to meet appropriaste standards of
ciericel proficiency, as determined by testing, shall recelve traloing in
g olarical induetion course,

¢. Satisfactory completion of the elerical training pressribed under the
provigions of this Begulation shall be prerequisite to placement within
the Agency which shall be accoumplished lmmediately upon completion of
security-cleasrance setion and such eleriesl tralning as is prescribed,

L
BT

Ew. )
-».?7»1 X
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e Oneduty clerieal personunel may be entered in one or more ¢lerical

refresher courses in sccordance with the procedure set forth in.éh ol
hds Begulation.
L, HE %&?‘#::EME:%I&Z LITIES
%, The Director of Tralning shall:
{1} Develop, dirsct, and conduct elerical traiving courses in order
fo meet the requirements of the Ageney for the training of clerical
’}hﬁlﬂﬁﬁdlfﬂﬂlma
{(#} Provide for training reports appraising the performance of all
versonnel in clericel training coureses and transwit reports to
the Assistant Director (Personnel) for his information and actilon,
sl where apgpropriate, to the aAssistant Directors of the Deputly
Direntor {(Intelligence), heads of cffices of the Deputy Director
mmmminigtratiﬁn}, Chiefs of Benior Staffs and Area Divisions of the
_:i Deputy Director {(Plans), the Assistent Director for Communications,

or the Director of Training.

L
s g
Al
Fge

Disseminate throughout the Agency, from time to time, schedules of
the elerdeal refresher courses conducted by the Office of Training.
. The Assistant Direetor (Personpel) shall:
{17 Detell or essimn all new clerical personnel, upon entrance on duty,
to the Interim Assigmment Branch for training in the cleriesal orientation
ciz:«thﬁ’rﬂe‘ s
Y Preseribe training in the clerical induetion course for new clerical
pergonnel , a8 reguired, on the basis of test results, to meet

sppropriate standarde of clerical proficlenny.

Approved For Release ZOO(GON F ”&W[H{?-OMé§A000100030001-0

*




Approved For Releasé--zooom4/1 1;CIA

25X1A

o

W

25X1A

[EBITI RN [

PHAT im IX w

Aweintant Directors of the [

sffices of the Deputy Director (Administration), Chiefs of Senlor Steff

and Area Divisions of the Deputy Director (Plans), the Assistent Director

Ter Communlcations, or the Director of Training. shall reguest relreshaer

- Y

addh

ning for on=duty elericsl personnel of his Office in sccordsnee wit

the procedure set forth in 6b of this Regulation.

LOTRATNTHG COURSES

Oleriesl OGrientation Course [(for new clarical personnel - clear
Ordentetion in the orgenization, policies, and clerical proctices snd
procaduras of the Agency,

“eal Induction Course (for new clericel persommel - cleared and

slonally cleared): Shorthand, typing, Agency office practice,

Aahb nesge and peography.

Cherieal “n1rt3her Courses {for on-duty clerical persormel): Typlog,

nd, secounting, Ciling, ¥nglish usage, stenotyplog, correspondence

i, and speclally arranged courses,

DR

HES L BY PERSONREL

few clerical personnel shall, upon entrance on duty, he detailed or

ed by the Assistant Director {Personnel) to the Interim Ass

el for preseribed elervieal treining under this Regulation.

CONFIDENTIAL
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f1) Training Officers and Training Liaison Officers of the Agency will

Tow  ORl-DUTY CTLERICAL PERSONNEL

mit bo the Begistrar of the 0fflece of Tralning TP-L, Beguest

Py

‘ ¥ for Yreininm, (originel sod two copies) for all clericsl personnel
{

ror whom training in refresher course(s) is requested by the

spaistent Direectors of the Depuby Director (Intelligence), heads of

ces of the Deputy Director {Administration), Chiels of Senilor

g and Ares Divisions of the Deputy Director (Elmm&), the
Sasisntent Directer for Communiecstions, or the Dirsctor of Training.
The Registrar will enrcll such persomnel in the course{s) specifiled,

the liwitations of the Pecilities avsilable. Training

pests gboudd resch the Regpistrar not later than two full workdays

hg the beainning of the course(s) for which traiuning iz
raguested,

Spgeislly arranged courses wiil be developed and conducted, so far

g practicable, at the request of the Asslstant Directors of the

v Director (Intelligence), hesds of offices of the Deputy Director

dnistration), Chiefs of Senior Staffe and Ares Ulvisions of the

ety Director {Plan&ik the Assistant Dirsctor for Compnlestions, op

the Direetor of Preining,
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GHEERAL

\;;i

BT Ry
REAS O

a, The Mrector of Training directs =nd conduets clerieal training
coursee in order to orepare new clerical perasonnel for their du-
ty assignments in the Apency and to improve or increase the skills
of on-duty clerical nersomnel of the Agency.

b, 7This repgulation sets forth the policies, responsibilities, snd
nrocecures governing the training of clerical personnel,

yd

e, For purposes of this regulation, clerieal nersonnel shsll mean
typists, clerks, stenographern, secretaries, and, in some ouses,
librsry assistants,

POLICY

g, All new personnel recruited to fill clerleal positions in the
Agency shall receive training in & clerical orientation course
in order to acquaint them with the orgsnization, policies, znd
clerical practices und procedures of the Agency,

71 OFLJL ORG CLASS

HR 703

;ﬁ b. New nersonnel recrulted to £ill clerical positicns in the Agency
€3 ,:" shall, when it is determined by testing that tresining is required
L to meet appropriaste standsrds of cleriesl nrofieiency, receive traine

¥

’.
" SV

ing in a eclerical induction course,

Satisfectory completion of the clericsl tralning oreseribed under
the provisions of this regulation shell be pre-requisite to place=-
ment within the Apgency. Flecement within the Ageney shall be ace
somplished imrediately uvon completion of security-clesrance action
and such cleriecsl trzsining =28 is nreseribed,
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Securit ormation

Oneduty clerieal nersomnnel mey be entered in one or more cler=-
ical refresher courses in sccordance with the procedure set
forth in 5b of this regulation,

FESPORSIRITITIES
The Mrector of Training shalil:

(1) Develop, direct, =nd conduct clerical training courses in
order to meet the reguirenents off the various Dffices of
the Agency for the training of cleriesl personnel,

{2} Provide for treining reports s-praising the performance
of =211 personnel in clerics) trzining courses znd trons-
mit reports to the Assistont Director (Persomnel} for
his informstion =nd actio~, and where appropriate, to
the Mffice Hasd concerned,

(3) Transmit to MTice lleads, from time to time, schedules
of the cleriesl refresher courses conducted by the Jf-
fice of Training. ’

{Perconnel) shall:

The fsgistant Uirechor

(1} Detsil or =ssign 21l new clerical personnel, upon en-
trance on duly, to the Interim Assignment Tranch for
training in the cleriez]l orientation course,

(2} Preseribe troining in the clericsl induction course for
new clerical nersomnel, as reguired, on the basis of
test resulis, to meet ennrooriate standards of clerieal
nroficiency,

Taeh Dffice Head shsll recuest refrecher ircining for on-duty
clerical psrsonnel of his Office in accordsnce vith the »ro-
cedure set forth in 5b of thisz regulaticn.

CLERICAL TRAINING COURSES

Clerical Orientation Course {for new elerical personnel -
eleared): orientation in the ergenirzetion, no’leiss, and
elerlcsl practices and vrocedures of the Agency,

Clerics) Induction Course [for new cleriossl nersonnel -
clsared and provigionally-cleared): shorthand, typing,
Ageney office practice, inzlieh usege, and geography.

Clericsl Fefrasher Courses !for on-duty clerical persomnel):
tyosing, shorthenrd, scecunting, £iling, Lnglish usage, steno-
tyning, correspondence manusl, and srecially arranzed eourses,

ecurify | a':?nP55'°°1.6% %%ﬁqﬁ?‘%o
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New eleriesl personnel ahall, upon entrance on duty, be de-
teiled or ssrigned by the Persomnel Tffice to the Lnterim Age .
signment ﬁrafc% for arescribpd clericzl treining under this
regulation,

PROCEDURR

¥ew Clericel Perascmel

peduty Clericsl Parsermel

(1) Treining Liaison {fficers of the various Offices will
trensmit to the Feglstrar of the Office of Training
appropriate training recuest forms \ariginal end two
copies) for all clerleal personnel for whom training
in refresher course{s) iz recussted by the Office Head
eoncernced, The Hegistrer will enroll such nersonnel
in the courselz} specifisd, within the limitations of
the frellities avallable, Training renucsts should
reach the Heglstrsr not later thon twc full work days
preeeding the teginning of the coursels! for which
traininy is reguested.

(2} Sneelally arranzed coursrs will be developed and con-
ducted, so far ns practiesrls, 8% the recuest of the
Offtice Nesd concerned,
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MEMORANDUM FOR: Special Assistant, DD/A
BUBJECT : Prooosed Tepulation on Clariesl Trsining -

Cia 9

1. Attached is proposed regalstion on clerieal training,
which sete forth the policies, respeneibllities mnd procedures
governing the training of new and on-duty cleriesl personnel of
the Agenoy,.

2. Coordination of this resulstion has been seccoxmplished
with "or Terscnnel, It 1s belisved that no
other working level coordination 1o required, in view of the
fagt that Personnel and Training nre the two ffices nrimarily
goncernad,

3, It i3 therefore resuested thui the regulstion attzched
be officially ccordinsted and nromulgeted, as soon as nractieable.

a

YATTHEW BAIRD

iArsctor of fgmfy
w:#'*gﬂgﬁ"fgﬁ/ 5@/’ t

Attsohpent «~ 1 ;5 7 3
{/} -

108 NO. , BOX RO.____FLD NC.___DOC. HO, O CRANGE
N CLASS] m,cg,ssf JCLASS CHANGED TO: T8 8 n?:z - ézésrzz
NEYT REV DATE(Y REV DATIAAS)Y BFVIEWEROOUG § T7P)

NO. PGB 4 _CREATION DATE . ORG Cuar J] 0Pl _ORG CLASS...
aev CLASS € REV COORD._ . AUTH: HBE 703

T

' 55'835‘3'5-00 &Qﬁﬁﬁ%&ufé%
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Page
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1, (EWFRAL

4, The Director of Tradning directs and conducts clerical treining
courses in order Lo propare nee clerical perscounel for their duty
sssipmpwnts in the Agzency sod to improve or increase the ekille
of on-duty clerical -sreonzel of the igency,

b, This regulstion sets “orth the polieies, responsibilities, and
procedures goveraing the training of clerical :erscnnel,

¢s For purposes of {hils reguletlon, clerical persounel shell mean
Sypists, clerks, silenosraphers, secretaries, und, in some caser,
library aesistasts,

2, POLICY

a, All new clerical purzonnel shall reccive training in 2 clsrical ori-
entation course 1o order to soquaint them wiih the orgamization,
polieies, and clerical practices and procedures of the ipermy,

b. Thess new clerical persomnel who Fuil. . to meet sppropriste standurds
of elerical proficlency, ss deterainsd by testing, shall receive
tradning 1n 2 clerical induction course,

c. Satisfaclory complation of the clericel trainlng prescribed under
the provisions of thie regulstion shall be pre~reguizite %o place-
ment within the Agenoy whick shall be sccomplished imsediately upon
completion of security-cleere ee action and such elerics)l traiming
as i» presoribed,

Approved For Release 200084/11 : C|AR§P55@0 I~



GBI O T IR EM TS

“,;glfg,-Ropss-oo Weoosoom-o
CONFID

v

Approved For Release 2ﬁ00/04l

LG URIY Wghds

d, Omednty cisrical porzonnel mey be entered in ome or more clerical
refregsy courses in sccordance with the progedore set lerth in
b of this vegulation,

3, HEERVGERIAILITION
&s The Divector of Tralasimg shall:

{1) Develsp, direct, sad conduet clericsl tralning courses im
order Lo mest She repiremanss of ‘he varions Offices of
she izsney for the texinin: of slerical perzoanel.

{2) Provide Tor timining reporis spprelsing the perflorsance
of all personiel in clericsl trsiaing oourges on@ trens-
mit veperte to the Assistisnt Director (FPersoanel} for
ris informstion apd actien, and vhere appropriate, to
the Dffice liswd concerved,

{3) Transmii to Office Headr, {rom time to tine, schwdules
of the claricnl refresher coureger condmeted bty the Office
of M‘MQ

b, The Assistant Direotor {Perscuel) shall:

(1) Detall or aselzn ell new clerics) personcel, upon entrance
on daty, to ihe imterim issiimmerst Hranch for training in
the claricsl srientatlon course,

{2} Pressrits SFainimg in the clericsl inductien course for
new clerical perszounsl), a5 vequired, on ihe hasis of
tast results, to mest spprepristy standards of clerical
’MMW *

. Lach Offiee Head shall recuezt refresler training far on=daly
clerigal personmel of his Of7ice {» aceordance with the provedure
eet forth in %b of this resulatien,

e CLERICAL TRAZHIRT [OURGED

ne Cleriesl Orientation Ceurse for sew clerical perscmnel -
tlsared)r orientstien in the orgaafsatien, policies, und
cleriesl orscticer and proeedarss of the Azenay,

b, Cleries) Induetion Cowrse [for new clerical perseanel - cleared
i provisionally-cleared): shortharcl, Syping, Arency olfice
pracilee, fnglish ussie, sod ceography.

¢, OCleriesl Zefresher Cowrses (for en-duiy clerical perscnosl):
typing, shorthand, sseomnting, flling, Ya-lish wesge, stence
typing, vorresponderce manual, srd specially arrsaged courses,
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PRCENIEE CQN\:\DEN“N.

a, lew Clorical Persoanel |

Kew elericsl persosnel sball, upon entrance en duty, be detailed
or sselizned by the Personnel Office to the Inteydim issinment
Brangh for prescriled cleorical training under this regulsilien,

Omeduty Clerical Personns)

1)

(2}

aining liaison Officers of the various Offices will
W‘t to Lhe lmplstrar of the fTice of
sppropriate training request forws (mm ad two
copies) ‘or #ll clericzl parsconel fur shos tratuing
in refirester conrse{s) is repmested Ly the Of7ice Hesd
concerned, The leglstrar will emroll such personnel
in the coursu(s) specified, wiihin the limitations of
the faeilities available, Trainimy regoesis should
reach the Hspistyar not later then twe full work days
precedin: the eginnlny of ihe course(s) for which
trataing is requested,

Epscially arranged courses will be developed and cone
ducted, so far as practicable, st the request of the
Uffice Head concerned,
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